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Overview

Introduction Each user of the Fixed Asset Accounting and Control System (FAACS) is
granted a Logon Identification and password following the procedures
covered in CAPP Topic No. 70310, Security.

Once you have an assigned LOGON ID and password, the following set of

screens and instructions must be followed to access the FAACS web-based
Online System.
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Logging On

Access the DOA  Access FAACS from the DOA Homepage: Http://www.doa.state.va.us. At
Home Page the DOA Homepage, click on FINANCIAL REPORTING.

a Dept of Accounts Home Page - Microsoft Internet Explorer

J Eile  Edit Yiew Favarites Tools  Help |

»» D
ia Address |@ hittp: ey doa state va usi? j o |EE]
Back 0
L1 ]
L
b
P, &, Box 1971 101 M, 14th Street
Richrmond, va 23218 SRR Richrmond, va 23219
|[E=]
Comptroller's Memorandurn: Statewide Savings Cpportunity — Paperless Payroll

Organizational Units

Payroll Operation
Financial Ana

®® | =

e —
Financial Reparting General Accourniting
| / b

|

Adminiztrativ icas Human Resources lr'T':'"-r';:gtr'I':a",—:'l_.,_mEm 25 | Payroll Service Bureau

Our Mission

To provide a uniform systern of accounting, financial reporting, and internal control adequate to pro
and account for the Comrmonwealth's financial resources,

An Introduction to DOA

In 1927, the General Assembly created the Division of Accounts and Controls in the Departrment of
Finance, and in 1966, it was renarmed the Departrment of Accounts,

|@ l_ l_ |ﬂ Irternet

iﬂstartl Inbax - Microzoft Outiook ||@Dept of Accounts Hom... | W Microsoft Word - 7031 SRE...l | ﬂ b @ﬂ@ 217 P

|uosom.tw

Continued on next page
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Logging On, Continued

Initial From the FINANCIAL REPORTING UNIT page, click on FAACS.
Navigation

; Financial Reporting Intro page - Microsoft Internet Explorer

J File Edit “iew Favaorites Toolz:  Help

J 4=' ,»

Back

Address |@ kit Moo dos state vausiproceduresFinanciaReportingfinancialr eportingintr opage ktm

Virginia Department of Accounts

Financial Reporting Unit

Ronald D. Necessary, Manager

Voice: (204 225-2380 Email: ENecessarm@doa state vaus

Finatcial Statement Directives Preliminary Report
Antnal Report (CAFR) Higher Education Accounting Procedures
FAACE Popular Report (PAFE)

=

Pazs Through A ccounting Procedures Forms q

5

‘ Statewide Indwect Cost Allocation Plat (SICAF) =l %

|@ I_ I_ |ﬂ Internet
iﬂmartl [©]Inbioz - Microsaft Outiok ||@ﬁnancia| Reporting Intr... [ Microzoft \Ward - 7031 SRE...l | AT S 232rM

Continued on next page
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Logging On, Continued

Access Screen  This brings you to an access screen. Here, click on FAACS.

ialReportingFAACS.htm - Microsoft Internet Explorer

J File Edit “iew Fawvorites Toolz Help

Addrezs |@ hittp: ey doa state va usfroceduresiFinancialReporting/FALCS htm

Fixed Asset and Accounting System
(FAACS) =]
NOTE: Due to the reorganization, please redirect your faxes to 804-225-2430. ﬁ

FAACS

DOA has developed a new web-based application to replace the older FAACS on-line data entrv/inguity system. Users key transactions
ditectly into an internet application for processing into FAACS,

Dewvelopmernt of the web-hased on-line data entrypfineguiry environment was phase one of a two-phase project. Phase two will inchade a 1]
download capability for FAACS so that a user agency can download its FAACH master file to comumonly used Windows applications,

such as EXCEL or ACCESS in order to facilitate ad hoe reporting.

L
| yosoup

|@ Done I_I_lﬂ Internet
|ﬂ‘<{)®ﬂ@ 2:33 PM

gaﬂartl 0 Inbox: - Microsoft Outlook ||@http:.l’.l'www.dua_sta‘te_u_._ Wr-nicrnsoﬂwﬂrd-?0315RE.._|

Continued on next page
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Logging On, Continued

Security Next, there is an information screen on the security certificate. Click <OK>
Certificate to proceed.
Screen
Z] _[E]x]FE
> D
- Address |@ bt #6576 11 2000aacs j co (EE]
Back O
w
.
Redirecting to FAACS Application
Security Alert
?rio You are about o view pages over a secure connection. |
o]
Any infarmation you exchange with thiz site cannaot be EQ
viewed by aryone elze on the Web. @
™ Inthe future, do not show this warming %
——1 s &
=
48
|@ || l_l_ |Q Irtermet
;astart| 7] Inbiox - Microsoft Cutlook ||@hﬂp:mss_1rs_11_znmraa___ T Microsaft Wiard - 7031 5RE...| | AyS O z34rM
Continued on next page
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Logging On, Continued

Log-In Screen  This will take you to the log-in screen. Enter your logon id (user ID) and
password. Click on CONTINUE.

a FAACS - Microsoft Internet Explorer

J File  Edit %iew Favarites Tools  Help

kg
J 84:k - Address I@ https: ihwebapp! doa state va usifaacsinain cfm?SE
ac

3/13/2003 Fixed Asset Accounting and Control System 2:37:29 FM

LOGIM

USER ID
PASSWORD

NEW PASSWORD

COMNFIRM
PASSWORD

B € & IE

1

3

o
] = T R R = o
|@ Dione l_l—é_lﬂ Irternet i
#hstart| [Dinbox - Microsat outiock  |[@Faacs - Microsoft inte... [ Microsoft tard - 70315RE. | 50 zaew

Passwords expire after 30 days. To change your password, enter your logon ID and old password, then
enter and confirm your new password. This procedure may be followed even if your old password has
expired. Click CONTINUE to proceed.

Continued on next page
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Logging On, Continued

Bulletin Screen  You will come to the FAACS bulleting screen. This screen contains a
message that your Log-In is successful. You are now in the system and may
perform data entry and inquiry functions. Click on CONTINUE.

a FAACS - Microsoft Internet Explorer
J File  Edit “iew Favarites Tools  Help

Address I@ hitps: ifweebappt doa state va usfaacs/nain.cim?ss

3/13/2003 Fixed Asset Accounting and Control System 2:38:12 PFM

FAACS Bulletin

WELCOME TO THE NEW WEB-BASED FAACS SYSTEM
THE FAACE 3YSTEM I5 CPENED FOR EEYIING

POTENTIAL FIEED ASSETS REFPORTS (462 & 463) WOW INCLUDE NEW COMPUTEE. EQUIPMENT

Bl | &

OBIECT CODES 2213,2214,2215,2216 & 2217

PLEASE CONTACT ANITA CWIAK ATA AT: 804-225-2002

Login Successful
=
FAHLOOOZ USERID D0ATTH 5
=l 8
B e
|@ Done I_Elﬂ Irternet =
iﬂstartl (L Inbox - Microsoft Outlook “@FAACS - Microsoft Inte... | [EW Microzoft Word - 7031 SRE...l | ﬂ E:) @6@ 555 P

Continued on next page
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Logging On, Continued

Pending You will then see the FAACS pending transactions screen.
Transactions
Screen To view master file or transaction file records or enter/edit transactions, click

on the appropriate navigation bars at the top of the screen and use the
appropriate action buttons at the bottom of the screen. Additional
information on data entry is contained in CAPP Topic No. 70325, Data Entry.

a FAACS - Microsoft Internet Explorer

J File  Edit “iew Favarites Tools  Help

>
J :zk - Address I@ hittps: hwebappl doa state.va usifaacsimain.cfm 756
ac

341342003 Fixed Asset Accounting and Control System 2:39:12 PH

Pending Transactions

Master File Maint | Trans File Maink | Error File Maint | Summary Maink | Wiew Tables | Restricted | Other

¥YOU HAYE TRANSACTIONS PENDIMNG IN THE FOLLOWING FILES:

Transaction File:

There are 334 pending transactions:
98 on Hold Status
236 Released Transactions
0 Incomplete Transactions

B &

Error File:

There are no error transactions. |

Summary File:

There is 1 summary transaction. -

|@ Dane I_Elﬂ Irternet

iﬂstartl (o) Inbos: - Micrasaft Outlook ||@FAACS - Microsoft Inte... | [ Microsoft Word - 7031 SRE...l | ﬂ i:j @ﬂ@ 2:39 P

| 1jOsOIif
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Logging Off

Log-Off Action  To log off, click on the LOGOFF action button located in the screen’s lower,
Button right-hand corner.

a FAACS - Microsoft Internet Explorer !E

J File  Edit %iew Favaorites Tools  Help

>
J ::'k Address I@ https: itwebapp! doa state va usifaacs/imain.cim 76
ac

3/13/2003 Fixed Asset Accounting and Control System

Maszter File Yiew, Add. Edit. Delete

2t File Maink | Trans File Maint | Errar File Maint 3Umma aink 5 ] be Okher
5 : 2
First Record Displayed.
Required Data Display Al , ]
AGENCY ASSET CATEGDRY D REC CREATED  REC LAST UPDATED PG ACTION TRN TYPE o
|100 |4-Equiprment =]  |oDooDooOL | 01281993 12272002 Yiew View &
DESC LINE [yoTING SYSTEM-CHAMBER e e e
DESC LINE DESC LINE
3 4
BLDG  Eppg ROOM  RESP POSITION RESPONSIBLE DESC
1D Azzet Description 3
Jonoza | [Feo Search FlRS || [ | |cLErk oFFICE ||
AC[ BASIS AVAIL CODE ACOQ MET OWN STAT COND
|H—Histnrica| Cost j |L|—Unavai|ab|e j |P—Purchase j |F\—E\5r WA Agency (COVY) j |0—0|:|erable | : =
s R RIS useFuL | &
4| | ¥ 0
[vew [ Jeor [ | | ] omee | | prevon | ven | e g
=
|@ Dane ré_lﬂ Irternet

;gmartl (O Inbozx - Microsoft Outlook ||@anc5 - Microsoft Inte... | T Microsoft \Word - 7031 SRE...l | A4 240

Continued on next page
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Logging Off, Continued

Returns to This returns you to the Log-In screen. Click on the LOG OFF Action Button
Log-In Screen  |ocated in the screen’s lower, right-hand corner.

a FAACS - Microsoft Internet Explorer

J File  Edit %iew Favaorites Tools  Help

>
J E:Q:k - Address I@ hittps: fwebappl .doa state.va usifaacs/main.cfm 756
ac

3/13/2003 Fixed Asset Accounting and Control System 2:42:02 PH

LOGIM

USER ID
PASSWORD
NEW PASSWORD

CONFIRM
PASSWORD

B | |E e

11

S

g
L 8
|@ Dione l_l—é_lﬂ Irternet i
mmartl o] Inboz: - Microsoft Outlook ||@ancs - Microsoft Inte... | [E¥ Microzoft Word - 7031 5RE_._| | AN O 242pm

Continued on next page
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Logging Off, Continued

You then have an information screen about leaving a secure internet
connection. Click YES to proceed to log off. This will take you back to the
DOA Homepage.

Address I@ hitps: ffwvebapp] doa state va usifascsimain.cfm?a6

3/13/2003 Fixed Asset Accounting and Control System 2:42:02 PH

LOGIM

Security Alert E

ri‘l You are about to leave a secure Internet connection. |t
?. will be pozsible for others to view infarmation pou send.

Do pou want to continue?

[ In the future, do not show this warning

B | |E e

Mo I More Infa

CONFIRM I—

PASSWORD

s

g
e TR e 8
|@ Dione l_l—é_lﬂ Irternet i
#hstart| [Dinbox - Microsat outiock  |[@Faacs - Microsoft inte... [ Microsoft tard - 70315RE. | 50 zae
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Contacts

DOA Contact Assistant Manager, Fixed Assets and Indirect Cost

a2 (804) 225-2646
FAX (804)225-2430
E-mail finrept@doa.virginia.gov

Subject Cross References

References CAPP Topic No. 70310, Security
CAPP Topic No. 70320, System Flow
CAPP Topic No. 70325, Data Entry
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